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1. PURPCSE AND SCOPE. To transmt policy and procedures for
processing crimnal history checks on community corrections
contract enpl oyees and volunteers. Community corrections
contract enpl oyees and volunteers work in privately-operated
(non-governnmental ) residential facilities such as conmunity
corrections centers, conprehensive sanctions centers, and
juvenile facilities.

The Bureau is commtted to conduct which assures the trust and
confidence of the public. Therefore, enphasis is placed on
contract staff integrity.

The Contracting Oficer (CO is responsible for checking the
background of the successful bidder’s executive staff before
contract award. Bureau community corrections staff conduct these
checks on all other contract enpl oyees who have contact with
federal i nmates.

2. SUWARY OF CHANGES. This revision includes the follow ng
changes:

a. Community Corrections Managers (CCMs), ordinarily within
five working days after receiving the National Crine Information
Cent er/ National Law Enforcenent Tel ecomruni cation System
(NCI C/ NLETS) crimnal history check, will approve conditionally
a proposed contract enployee to work with federal inmates, or
di sapprove the enpl oyee in accordance with established criteria.

b. The Limted Oficial Use (LOU) designation of this Program
St at enent has been renoved.

c. The CCMw || specify the reasons for prohibiting a contract
enpl oyee fromworking with federal 1nnmates.

3. PROGRAM OBJECTIVE. The expected result of this programis
that community corrections contract enployees will be screened
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effectively and efficiently to ensure their acceptability to work
with federal inmates.

4. DI RECTI VES AFFECTED

a. Directive Resci nded

PS 7570.01 Contract Staff Integrity for Privately
Operated Community Corrections Centers (CCCs)
(2/ 141 94)

b. Directives Referenced

PS 3420. 09 St andards of Enpl oyee Conduct and
Responsibility (2/5/99)
PS 7300. 09 Community Corrections Manual (1/12/98)

5. CRIM NAL H STORY CHECKS. A crimnal history check nust be
done on all contract enpl oyees and vol unteers who have cont act
with federal inmates. These enpl oyees and vol unt eers nust
conplete and sign Attachnment A before the crimnal history check
can be done.

These checks nmust al so be done for the enployees of an incunbent

contractor who receives an award of a replacenent contract. The

crimnal history checks fromthe previous contract cannot be used
to satisfy this requirenent.

a. Facility Directors. Facility directors nust be screened
before contract performance to determne if they are appropriate
to work with federal inmates.

If the identity of the facility director is indicated in the
proposal, the Community Corrections Branch (CCB) will performthe
NCI ¢/ NLETS crimnal history checks. The CO nust provide the
facility director’s name and other identifying information to the
CCB. CCB will approve the facility director conditionally to
work with federal inmates, contingent on the results of the
fingerprint check, or disapprove the director in accordance with
Section 8.

When the facility director’s identity is not indicated in the
proposal, the CCM or Comrunity Corrections Contract Oversight
Specialist (COS) is responsible for the NCI C NLETS crim nal
hi story check on the facility director before contract
per f or mance.

b. Comunity Corrections Contract Enployees. Conmunity
corrections field offices nust perform NCl C/ NLETS cri m nal
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hi story checks on all other contract enpl oyees before contract
performance. Additionally, NC C NLETS checks must be conpl eted
on all enployees hired after contract award, including the
facility director.

The CCM ordinarily wthin five working days after receiving
the NCI C/ NLETS crimnal history check, will conditionally approve
a contract enployee to work with federal offenders, contingent on
the results of the fingerprint check, or disapprove the enpl oyee
in accordance with Section 8.

c. Community Corrections Contract Volunteers. Volunteers who
provi de services in community corrections contract facilities
under the direct observation and supervision of paid contract
enpl oyees do not need to undergo any background checks.

Vol unt eers who provide services w thout any direct supervision
must undergo the sane background checks as contract enpl oyees.

6. RESPONSES FROM NCI C/ NLETS. |If a community corrections
contract enpl oyee or volunteer receives a {No Recorddresponse
from NCl C NLETS, or a jRecord Response@®but qualifiers do not

mat ch, the CCM nust send a letter, using Attachnent B as an
exanple, to the contractor stating the individual is approved
conditionally to work with federal inmates pending the results of
the fingerprint check.

When the contract enployee is the facility director, the CCMw ||
send a letter, using Attachnent B as an exanple, to the

jaut hori zed negotiator@identified in the contracting documents.
If the identity of the jauthorized negotiator@is unclear, the
CCM must consult the CO for clarification.

The CCMw || send a letter, using Attachnent C as an exanple, to
the contractor stating that the individual is prohibited from
working with federal inmates when a comunity corrections
contract enpl oyee or vol unteer

receives a positive record response from NCI ¢ NLETS, and/or
the qualifiers match, and/or

the prior history neets one or nore of the criteria in
Section 8.

OO On

The CCMw I| specify the reasons for the prohibition and inform
the contractor of the right to appeal the deci sion.

When the contract enployee is the facility director, the CCMw ||
send a letter, using Attachnent C as an exanple, to the
jaut hori zed negotiator@identified in the contracting docunents.
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The CCM nust docunent the notification(s) in the contract working
file.

7. FI NGERPRI NTS

a. Notification. |In addition to NCIC/NLETS crimnal history
checks, community corrections field staff nust fingerprint al
community corrections contract enpl oyees and appropriate
volunteers including the facility director. The fingerprints are
to be submtted to the FBI for processing.

| f the fingerprint check reveals that the contract enployee has
a crimnal history which neets any one of the criteria in Section
8, the CCM nust prohibit the contract enployee fromworking with
federal inmates inmediately.

The CCM nust send a letter, using Attachnment C as an exanpl e,
to the contractor prohibiting the individual fromworking with
federal inmates. The CCMw |l specify the reason(s) for the
prohi bition and informthe contractor of the right to appeal the
deci si on.

When the contract enployee is the facility director, the CCM
will send a letter, using Attachment C as an exanple, to the
jaut hori zed negotiator@identified in the contracting docunents.

| f the contract enpl oyee has a clear record, or the crimnal
hi story does not neet the criteria in Section 8, the CCM nust
send a letter, using Attachnent D as an exanple, to the
contractor approving the contract enployee to work with federal
i nmat es.

When the contract enployee is the facility director, the CCM
will send a letter, using Attachment D as an exanple, to the
jaut hori zed negotiator@identified in the contracting docunents.

The CCM nust docunent the notification(s) in the contract
wor king file.

b. Time Limts. Fingerprint checks nmust be perforned no | ater
than during the first scheduled nonitoring (the first on-site
monitoring by the CCM after contract award. For enpl oyees hired
after the first scheduled nonitoring, fingerprint checks nust be
performed no later than during the first schedul ed nonitoring
after their enploynent.

Each contract enpl oyee or appropriate volunteer nust have a
fingerprint check perforned at a m ni num of once during the
contract period. The average response tinme for a fingerprint
check is 20 worki ng days.
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c. Fingerprint Cards. Each community corrections field office
is to order fingerprint cards fromthe FBI. The CCM nust ensure
the cards indicate their correct originator nunber (ORl).
Questions regarding the fingerprint cards, e.g., FBI contact,
cost, may be directed to the CCB

Staff nmust wite jcontract enployee®on the fingerprint card in
the bl ock for jreason fingerprinted. ¢

8. QU DELI NES OF ACCEPTABILITY. Odinarily, contract enpl oyees
with a history of any of the followng are to be di sapproved:

(1) One or nore felony convictions;

(2) Wthin the past three years, a m sdenmeanor conviction
i nvol vi ng assaul tive, abusive, and/or violent behavior such as:
sexual assault, sexual abuse of another, sexual abuse of a m nor,
domestic viol ence, etc.;

(3) Wthin the past three years, two or nore m sdeneanor
convi cti ons;

(4) Wthin the past year, three or nore separate instances
of noving traffic violations;

(5 Wthin the past three years, two or nore driver's
| i cense suspensi ons/revocati ons;

(6) Wthin the past three years, two or nore convictions for
driving while intoxicated or driving under the influence;

(7) Wthin the past three years, two or nore convictions for
drunk and di sorderly conduct or public intoxication;

(8) Behavior or conduct in violation of the contract's
St andards of Conduct; or

(9) Wthin the past five years, one or nore instances of
physical force resulting in physical harmor nedical attention
required to another except in self-defense, to prevent physi cal
harm to anot her.

9. APPEALS. There may be occasi ons when an individual's past
behavi or neets one or nore of the criteria in Section 8, yet the
contractor wants to allow the individual to work with federal
inmates. The contractor nmay appeal by requesting the CCMto
reconsi der.
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a. CCM The contractor may submt to the CCMwitten
justification why the individual should be approved to work with
federal inmates. After consulting wth the Managenent Center
Adm ni strator (MCA), the CCM nmay approve the enpl oyee to work
with federal inmates. However, if the CCM and MCA recomrend
denial, their recommendation and the contractor's justification
nmust be forwarded to the Comunity Corrections Regional
Adm ni strator (CCRA).

The CCRA w Il consider the contractor's request and notify the
CCM and MCA of his or her decision. The CCMw Il forward the
decision to the contractor. |If the CCRA denies the contractor's
request, the CCM nust also informthe contractor of the right to
appeal to the CO

b. CO The contractor may appeal the CCRA s decision to the
CO  The contractor nust submt the original docunents sent to
the CCM and the CCRA' s decision, with a rationale for appeal, to
the CO for review.

The CO nust consult wth the Community Corrections
Adm ni strator, Conmmunity Corrections and Detention Division,
prior to making a final decision. The COw Il notify the
contractor of the final decision, with a copy to the CCB, CCRA,
and CCM

10. BUREAU REVI EW OF CONTRACTOR EMPLOYEE | NFORMATI ON.  The
verification of background information (e.g., information
contained in resunes, enploynent applications, verification of
col | ege degrees) for contract enployees is the contractor's
responsibility. However, Bureau staff will also verify
periodically contract enpl oyee background i nformation as
required. This will ordinarily be done during a nonitoring.

/sl
Kat hl een Hawk Sawyer
Director
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AUTHORI ZATI ON TO RELEASE CONFI DENTI AL | NFORMATI ON

U S. DEPARTMENT OF JUSTI CE FEDERAL BUREAU OF PRI SONS
- - - - -

Facility Name and Address:

I, , authorize the release to the
Federal Bureau of Prisons of any information generated as a result
of a National Crinme Information Center/National Law Enforcenent

Tel ecommuni cati ons System (NCI C/ NLETS) crim nal history check on
me, or any other information necessary to determne ny suitability
for work with federal offenders.

| also authorize the Federal Bureau of Prisons to disclose to the
facility director or the contract's jauthorized negotiator €all

i nformati on generated as a result of a National Crime Infornmation
Center/ National Law Enforcenent Tel ecommuni cations System
(NCI C/ NLETS) crimnal history check on ne, or any other information
necessary to determne ny suitability for work with federal

of fenders at

I understand that ny records are protected under federal privacy
regul ati ons and cannot be discl osed without my witten consent

unl ess otherwi se provided for in the regulations. 1 also
understand that | may revoke this consent at any tinme except to the
extent that action has been taken in reliance on it. In any event,
this consent will cease to be effective after ny enploynent with

1. Nanme (print: Last, First, Mddle) 2. Date of Birth 3. SSN

4. Signature 5. Date signed

6. Wtness Signature (print & sign) 7. Date Wtness signed

______________________________________________________________________________________|
Record Copy - CCM Copy - Facility Director; Copy - Contract Enployee or Vol unteer

(This formmay be replicated via Conputer)



PS 7570. 02
11/ 2/ 99
Attachment B

Nane of Contractor
Nane of Facility

Addr ess

City, State Zi p Code

Dear M. Contractor:

This is to informyou of the results of the crimnal history
check processed on Ms. Jane Smth, Job Title, Nanme of CCC

Ms. Smith has received a jNo Record®response fromthe
National Crine Information Center/National Law Enforcenent
Tel ecommuni cati on System (NCI C/ NLETS) inquiry. She is,
therefore, conditionally approved to work wth federal offenders.

This approval is contingent on the results of a fingerprint
check. If the fingerprint check is also negative, Ms. Smth wll
be approved to work with federal offenders.

If the results of the fingerprint check indicate a previous
crimnal history, Ms. Smith may continue working with federa
of fenders only with the witten approval of the Bureau of
Pri sons.

Si ncerely,

Ji m Doe
Communi ty Corrections Manager
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Nane of Contractor
Nane of Facility

Addr ess

Cty, State Zi p Code

Dear M. Contractor:

This is to informyou of the results of the crimnal history
check processed on Ms. Jane Smth, Job Title, Nanme of Facility.
The (NCI C/ NLETS or fingerprint check) indicates this individual
(l'ist reason(s) from Section 8). (State the specific reasons for
the prohibition.) Therefore, Ms. Smth is prohibited from
wor king with federal offenders.

| f you choose to appeal this decision, you nmust submt
witten justification to the Community Correcti ons Manager
outlining why the individual should be approved to work with
federal offenders. This justification nust include:

o) The details and circunstances surrounding the cited
i ncident(s);
o The reasons why the individual should be hired or retained

for enpl oynent;

o) Where applicable, proof the individual was granted a
presi dential or gubernatorial pardon for their crimnal
acts;

o) If illegal drug activity was cited, proof that the
i ndi vi dual successfully conpleted a drug rehabilitation or
t herapy programafter the crimnal act was commtted and
that no viol ations have occurred since;

o | f al cohol abuse was cited, proof the individual

successfully conpl eted an al cohol abuse rehabilitation or
t herapy programafter the crimnal act was commtted and
that no viol ations have occurred since.

Si ncerely,

John Smth
Communi ty Corrections Manager
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Nane of Contractor
Nane of Facility

Addr ess

Cty, State Zi p Code

Dear M. Contractor:
This is to informyou that all crimnal background checks

have been conpleted for Ms. Jane Smth, Job Title, Nanme of CCC
Ms. Smth is approved to work with federal offenders.

Si ncerely,

Ji m Doe
Communi ty Corrections Manager



